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28 April 1961

HOCEARDUM T0:r Ewecutive Officer, Office of Security

SIRTEHI ;1  Imterim Report oo Suwrvey in Security Hecords Division

1. Athedched are the brief intaris reports on e Inspector
Gongrnl's recomsendations 3% and 3%h you requested. Balow are
5 few more datails on cur survey to date.

2., Prom 22 March thru 2 April 1981, [ |has conducted
the TP oot Pinding Fhase” for our suvvey of Becurlity Reconds
Divigion's records regilrespnts znd procedures. Ab prosani; we
sre srnelyzing his findings sud outlining ocur survey repori and
revomendations.

1. Wkile conducting the Tact-fimding intervisvs =od cheser-
yatlons[  |remcined ia the Division full time snd kepl the
Mviston Chief and me inforsed of Lis progress thru dlscussions
and weekly reports. During this period the Division Chief taook
proapt xebion to eliminste or adfust ceriain procedures browght
%o his sttention which be felit comld be corrected without walting
for the Harvey's corpletion. For exsegple he:

e Shortaned the rocedure for dlstribubing Agency
mabliextions @arcughout the Office of Becurity by slisdmting
nen-profuctive routing =»d double hanfdling of »1l regulsticns,
poticas, apnd bulletins.

L. Discontimsed » logging +nd eomtrol ¢urd grocedure in
the Fesearch and Analysis Section permitiing destruwetion of
3 £%. of cards. This permitted the renssigreent of othor duties
which in turn freed o helf-dsy’s time for 2 G5-8 wulyst to
work on the Bection’s case backlog.

. Hevised a reporiing requirement for the Chisf, Ressarch
snd Annlysis Saction, vhich sliminzted keeping ststistien no
longar vequived. This change will msove the Section Chief and
hie staff sons report-praparetion time and, it is hoped, wil)
provides s more mpeningtl repori.

4. Discontimed s logging and control omyd proecodure in

the Piles Section permitting Sesstruction of 2 £, of carde and
fyesing = G8-4 file alerk sbout 1 hour ger day for othar Guties.
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. jurged the Plvision asduinistrative Tile; cuwtiing
ite pize in half and incressing 1bs use and effliclency.

L. Saveral other proposals were discussed ang will 1% re-
regolved by the Division Chief afber further amalysis. Other
mwgwmhmaafgﬁmmwtmmmzmﬁaﬁmmumsmxnmsmmmﬂaimu
Division miBt be included in the fimal raport for considerstion
by higher suthority.

4. (uz analysis of the Security Records Division ila belng
developed with special attexntion 4o their modernigstion snd
wechanisation of reconds munagement jrocedures and eguijment as
reconmpnded by the Inspector Gemeyal. We expect o sukmdt our
finnl report to the Chief, Vanagement Staff within a month.
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